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thief, Records Management Sta

7
Stock of F‘i@ Efgmgmnt(\ q‘*

1. On the basis of results from the Records Officer's tour
of the Depot and their requests Tor 197 pieces of filing equipnment,
T recommend that 55 of the Th items on the Excess Property List
be declsred surplus to present and future Agency requirements.,

The items on your list which T suggest that we do not declare sur-
plus 2t this time are:

8. 3I"x5" Card File Cabinets, Items 13, 33, 51 and T0.
b. 5"s5" Card File Cebipets, Items 23 and 30.

e» 327xT 3/6” Car& FPile Cabinets, Items 22 and 27,

4. Visible Index Card File Cabinets, Items 37, 36 amd k2.
. Correspondence Cabinets, Cap Bize, Itess 15, 24 and 25.
£. Correspondence Cabinets, Letter Size, Item 18.

g. Other Bquipmemt, Ttems 40, 53, 5% and T1,

2. In recommending that the items listed sbove be reserved
for future requirements I suggest however that the quantity on
hapd of Iteu 18 be refuced. A stock level of about 200 pleces of
this fter should meet our requirements for letter size cobinets.

2, I heve not Included in my list any of the various types
of drvawer trays to be retained. I assume these irays are & pert
of the card sabinet. Comsequently an amount sufficient to fully
equip each esbinet should likewise be reserved.

4, I shall be pleased to go over theee suggestlons with you
and perhaps explove other methods of handiing surplus Tiling equip.
ment. Incldentally the tour of the warehouse was well planned and
carried out. The Records Officers sincterely appreciasted enm opportumity
to gee this opersticn.
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